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* Did you ever think you signed your
document but come to find out you really
didn’t? How annoying is that?

* Well, help Is here.

* Follow these Instructions and you can
solve the "mystery”.
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* S0, you are thinking, “Boy, it sure is taking
a LONG time for my Approving Authority
to approve my request. | leave tomorrow
formy TDY".

« Well, maybe the guy that approves your
request isn’t the reason why you haven't
seen an approval.
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* You better go into DTS and see where
your Authorization is.

» Here Is a quick way to see what the
problem might be.
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Log in to DTS and Click on
Lgued TOFficial Travel” Then Click on|
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Help for this screen

ﬁ AllewEra ol Govemment Travel N ™

Authorizations / Orders

THY G

Group Authorzations /Orders 14 ]20KSAHRD

Local Youchers =

Org Access: DA130KSA

Group ACcess: KS5A

Permission: 0,1,2,3,4,5

Message Center

= UPDATE ™ The OCOMUS mileage calculation using the
Defenze Table of Official Distances (OTOD) link in 0TS 1=
now correctly calculating the distance between
QCOMUS locations, Travelers who uzed a prvate wehicle
at OCOMUS TOYATAD locations after 3 &pdAl 2009 and have
filed vouchers may need to amend their voucher for
reimbursement of the full amount for mileage driven, If
wvou were not reimbursed correctly, vou should amend
wvour woucher by removing the orginal mileage expenze,
Uzing the DTOD link, recalculate wour mileage and enter
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Locate the trip you are checking on.

Dg Oops! Now | see the problem.
It says “Created” instead of “Signed”. S

View Group Authorizations

Below iz a list of your exizting authorizationz forders, Please select the function (edit, print, etc.) correzponding to the appropriate
authorizationforder,

» Create Hew Authorization/Order » Create Trip Template

Existing AuthorizationsfOrders

Sort by Sort by $ort by Print Remove f Amend
Document Hame Status TA Humber Trip Cancel
LEBKSRTI5ALIMADE 1409 _A01 ORM4509 CREATED = edit = print = PEMmOvE
LEBCEMTREWILLE 21608 _A01-02 1216508 POS ACK RECEIVED OU7ar 1 = Wi = print

LESALIMAKS102108_A01 10521508 CAMCELLED = Wi = print

LESALIMAKSOZ2E05_A01 0225505 CAMCELLED > Wi » print

LESALIMAKSOZZE05_A0Z 0225505 CAMCELLED

So, click on the “edit” button
and get started signing your document
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After you have verified your “Other
Auths.” and “Pre-Audits”, you

can click on the “Submit Completed
Document” button

3401 screen Dy 1059, 1 Cloze Wwindow
Help for this screen

kpenses  Accounting  Additional Options STt

Click below to stamp and submit this trip autharization for routing and approwal, By submitting wou are legally zigning thiz document,

Document Action

* submit this
document az:

Routing List: HRO TECH TRWL | »

additional
Femarkz:

The estimated
tranzpartation related
expenzes and actual
reimburzement may be
reduced if trawel is

Submit Completed Document

Pending Routing Actions

completed using a different
tranzpartation mode than
authorized by your &0,

Amaiting Status Change To By Lewel

Signed DClark 0

Document History

Status [ate Time Mame

Femarks



Ta Dal

You have successfully SIGNED your Document.

Your Document will now move on to the Reviewer so you
move on to the next challenge work has thrown at you.




